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INTRODUCTION

Grants.des.nd.gov is a cloud-based tool that integrates both FEMA and State records in one
system to give up-to-date data at the user’s fingertips. This software allows its users to make
notes, upload supporting documentation, see Project Worksheets (PWs) and their Attachments,
submit Requests, view previously submitted Requests as well as providing an easy way to create
Lists in order to help everyone more efficiently and accurately manage their FEMA grants.

= Create a New Request

Select the request you would like to create by clicking on the name of the request below:.
Note: For a list of Applic ant or Project-based requests, first navigate to the Applicant or Project screen.

New Request for Assistance New Account Closeout

This form notifies the State of the intent to participate in a given This form notifies the State that all work for this disasteris

newly declared Grant The Annficant details as well as kev romnlete and all reniested findinn has been receivend

By going through this PA Guide, it should give more clear direction and better understanding of
grants.des.nd.gov software and become a handy reference to look back at.
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DOCUMENT NAMING STANDARD

Document Naming Standard

Disaster

e FEMA-State Agreement: DR-#### FEMA-State Agreement - yyyy-m-d

o SF-424. DR-#### SF-424 Signed - yyyy-m-d

e Lock-ins: DR-#### (30 Day, 6 Month, or 12 Month) Lock-in - yyyy-m-d
Account

e Request for Public Assistance: DR-#### Applicant RPA - yyyy-m-d
e Designation of App. Agent: DR-#### Applicant App Agent Form - yyyy-m-d

e (Cost Share Agreement DR-#### Applicant LP CS Agreement - yyyy-m-d

e Small Project Monitoring: DR-#### Applicant (Notification/1st Mon/Fin Mon) - yyyy-
m-d

e Completion Certification: DR-#### Applicant SP Comp Cert - yyyy-m-d

e Cost Share Certification: DR-#### Applicant SP CS Cert - yyyy-m-d

e Documentation Submittal: DR-#### Applicant PW # (Descrip) - yyyy-m-d

Project/PW

e EMMIE PW: DR-#### Applicant PW #
e EMMIE PW Attachments: DR-#### Applicant PW # - Attachment #
0 Replace “PW #” with “PW # D” for donated resource PWs
e Large Project QR Status: DR-#### Applicant PW # LPQR - yyyy-m-d

e Time Extension Documents: DR-#### Applicant PW # TE (Descrip) - yyyy-m-d
0 Note: Description = Applicant to NDDES, NDDES to FEMA, or FEMA to NDDES
e Appeal: DR-#### Applicant PW # (1st or 2nd) Appeal (Descrip) -
yyyy-m-d
0 Note: Description = Applicant to NDDES, NDDES to FEMA, or FEMA to NDDES
e Large Project Closeout Pkg:  DR-#### Applicant PW # LPC - yyyy-m-d
e Documentation Submittal: DR-#### Applicant PW # (Descrip) - yyyy-m-d

Payment
e Invoice: Invoice
e Small Project Support: DR-#### Applicant Pkg # P.2 - yyyy-m-d
e Large Project Support: DR-#### Applicant PW # LPP - yyyy-m-d
e ACH/Check: ACH-Check - yyyy-m-d

e Documentation Submittal: DR-#### Applicant PW # (Descrip) - yyyy-m-d

NOTE: For all other modules/documents use similar naming conventions. Common sense
should rule.

Page 1 North Dakota Department of Emergency Services



OVERVIEW

Overview
[=[@] 3 ]
¥ grants.des.nd.gov *
&« ' [ grants.des.nd.gov T g @ =
Navigation «e grants.des Home  Open Garts

Returning User Login:

North Dakota Department e [
of Emergency Services ——

B Remember Me

grants.des.nd.gov tracks Emergency Management grants in North Dakota. The system manages

Forgot Login?
the process from application through closeout. m Register for Access

About News Releases Contact

This site is for the online application and There is currently no news - please chack back for updates. Address:

management of Public Assistance (PA) and ND DES
Information« Mitigation grants from FEMA to State and local PO Box 5511

governments and Indian tribes. Bismarck, ND 58504

Phane:
(701) 328-8100
nddes@nd.gov

Navigation - Lets one know the title of the current page they are on, as well as navigation shortcuts.
Login - Where one’s login credentials are entered, along with login options.

Information - Body of information or results of the current page.

NOTE: When a field is highlighted red, it is because the field is either a required field to be filled out
or an error in the field was made and must be changed to a correct value.
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REQUESTING ACCESS TO THE WEBSITE

Requesting Access to the Website

Begin by going to the following website: http://grants.des.nd.gov/.

On this screen, underneath the login area, click the link titled “Register for Access.”

[=]=] & ]
}‘)gram;.clsi.ncl.gc.' X Y
<« C' ' [3 grants.des.nd.gov 7<% =g =
grants.des Home  Open Garts

Returning User Login:

North Dakota Department et ([
of Emergency Services ——

B Remember Me

grants.des.nd.gov tracks Emergency Management grants in North Dakota. The system manages

Forgot Login?
the process from application through closeout. roottean

Register for Access

Fill out the access request form as complete as possible. Once finished, click Register at the bottom
of the form. This will send the request to our system administrators for approval.

In the “Request Type:” field, be sure to select “Existing User Requesting Additional Access.” The
exception to this is if the user is new employee to the county or a change in the Applicant Agent has
occurred since the last disaster the Applicant has been part of. If this is the case, select “New User
Requesting Access.”

Is Applicant: SelectOne ¥

If this is an Extemal contact with no Intemal access to all data

Organization: I

Permission Level: Select One v

Cancel

NOTE: When a field is highlighted red, it is because the field is either a required field to be filled out
or an error in the field was made and must be changed to a correct value.

When granted access to the website, the user will be notified by email and given a temporary
password to access the site. Once logged in, the website will prompt the user to enter the temporary
password in order to create a permanent password for future site access.
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FORGOTTEN PASSWORD

Forgotten Password

1. Click “Forgot Login?” on grants.des.nd.gov public page.

[=][=@] = ]
}):Jl'ant-:-.:lez.n:l.gc:.' x
<« C' [ grants.des.nd.gov 7?7 =3 =
grants.des Home  Open G

Returning User Login:

North Dakota Department et [
of Emergency Services ——

B Remember Me

grants.des.nd.gov tracks Emergency Management grants in North Dakota. The system manages

Forgot Login?
the process from application through closeout. m Register for Access

2. Enter email address of the account in the red field and click the “Send Information” button.

== % |
:) Retrieve Account Informa %
<« C' | [} grants.des.nd.gov/site/accountinformation.cfm g @ =
grants.des T

Retrieve Account Information

© Open Grants

Retrieve Account Information

Forgotten your Password or Username? Enter your email address in the form below and your login detzils will be emailed to you.
Please note, this action will reset your password.

Email Address: | I _
I e

3. Check the email of the provided address and use the email provided temporary password.
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USER NAVIGATION/MY HOME LAYOUT

User Navigation/My Home Layout

[unN

. Help Guide/Support Ticket
2. Logout

3. Favorite/Unfavorite Page
4. User Settings

5. General Quick Search

6. Administration

7. Finances
8. Projects
9. Accounts

10. Saved Presets
11. Inbox/Inbox Notification
12. Home

13. Breadcrumb

=]
> 2 t %
2.1, @ntsdesnGyov/app/#homeg, 7. 6. 5. 4. 3.2.%1=
& [ # ~ 1 accounts ~ | %, ProJECTS ~ = $ FNANCES ~ @ o} Welcome Zaiden Dressler  Jc 2]

My Home

D Quick Start Guides? - =] My Inbox Summary
‘Welecome to the updated grants des.nd.gov! For an intreduction to the system, see the help guide available in the top-right corner of the » Inbox
SCTEEN. y Drafts
[ Accounts v [§ Next Quarterly Reports Due
Cuick Search: 1Bresuts * ¥ =)
- @ = 80 TN 7014 Q4 Jul-Sep
v Grant # Grant Name Applicant Name Proj Count Closed Date
Owerdue piyEXe LTS
4154 SEVERE WINTER STORM  Southwest Water Authority 1

20M5Q1: Oct-Dec

4154 SEVEREWINTER STORM  Slope Electric Coop 4

20M5Q1: Oct-Dec
4154 SEVERE WINTER STORM Meor-gran-scu Elec Coop 3
4154 SEVERE WINTER STORM  Adams (County ) 4 m Applicants You Represent
4154 SEVERE WINTER STORM  Haynes 1

» Abercrombie
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USER NAVIGATION/MY HOME LAYOUT

>} vy Home ~ grants.des ®

= C'  [1 grants.des.nd.gov/app/#home? w2 =4 =

# # ~ I Accounts ~ %, prosecTs ~ % Fmances ~ | @~ | Q Weicome, Zaiden Dressler ©

D Quick Start Guides? - [=] My Inbox Summary -

Welcome to the updated grants .des.nd.gov! For an intreduction to the system, see the help guide available in the top-right corner of the #] Inbox 2 1 x

SCreen. ] Drafts 2 2
.

[# Accounts

16_ Quick Search: [ ] 18 result ' 9 S0 TN 2014 Q4: Juk-Sep
¥ Grant # Grant Name Applicant Name Proj Count 18 ;\d 19. 2 0. ’ ] 2 3 S

[ NextQuarterly Reports Due -

8 7014 Q4 Jul-Sep

4154 SEVERE WINTER STORM Southwest Water Authority 1

2015 Q1: Oct-Dec
4154 SEVERE WINTER STORM Slope Electric Coop 4 1501 0D

2015 Q1: Oct-Dec
4154 SEVERE WINTER STORM Mor-gran-sou Elec Coop

17.+
4154 SEVERE WINTER STORM  Adams (County) 4 m Applicants You Represent .
4154 SEVERE WINTER STORM  Haynes 1 N o 24‘.
A Abercrombe
4154 SEVERE WINTER STORM Hetti - : I 25.
5 SEVERE WINTER STORM ettinger = —I 2 6
I ]

14. Page Header

15. Page Color

16. Quick Search

17. Assigned Accounts

18. Filter List

19. Export List to Excel

20. Print List

21. Inbox Shortcut/Details
22. Drafts Shortcut/Details
23. Quarterly Report Shortcut
24. Applicant Shortcut

25. Request for Public Assistance (PA) Shortcut

26. Apply for Hazard Mitigation (HM) Grant Shortcut
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MENU BAR

Menu Bar

# # -~ M accounts ~ 9, PrRoECTS ~ % Fmances ~ B~ Q

This is the primary form of site navigation and will always be at the top of the page no matter which
section a user is in. The down arrow next to the icon represents a dropdown menu.

Home - navigates back to the Home page.

My Inbox - a round icon will appear if a new item enters into one’s inbox and will indicate the
number of unread new items. Inquire with the System Administrator if items are not
entering the Inbox as they should.

Saved Presets -access and manage preset report filters. Refer to the Creating a Custom Preset

Menu for detailed how-to.
M accouwts ~ %, PROJECTS ~ % FMANCES = @

Accounts -navigate to all Account-related requests
and forms, as well as account related

listings and reports. An Applicant’s _

Name or FIPS number entered in the
white Search field will show the results Requests for Assistance Grant Listing
dynamically below the Quick Search Funding Agresments Appiic ant Listing
ﬁeld Withdraw Reqguests Account Listing
Appesls Account Contact Listing
Account Closeouts Meeting Listing

lesue Listing

% PROJECTS + $ Fnances ~ 2 ~ Q
W

_ Projects - navigate to all Project-related requests

and forms. If a specific PW is wanted,

enter the PW number/title in a specific
, - disaster (ex. 123 in 1981), otherwise

Quarterty Reports Project WVersion Listing

Time Extensions Work Category Report just the PW number will result in all

Project Closeouts Quarterly Reports By Praject PWs with that number in each disaster.
Scope Changes Project Requests Listing
Monitoring Requests

State Projects Project Listing

$ rmances ~ & - Q
B

Finances - navigate to all Payment-related requests _

and forms, as well as listings and

Appeals

reports. Input a Transaction Number or Payables b el € v o R
Voucher Number in the Search field and Receivables Payabie & Receivable Listing
the results will dynamically show below JSRTER ER ERGL Fin—: o Fpcoc EiiG

the Quick Search field. i s S

Payment Batches Financial System Imports
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MENU BAR

Administration - access administration screens such as Contacts & Groups and Support Tickets.

General Quick Search - system-wide searches with several filter options or search criteria.

== = ]
))M;.'Hcms~g|‘am£.clsi. x
<« C' [ grants.des.nd.gov/app/#home?o=grantnumber+asc wa® =

© Quick Search

#® Grants, Applicants and Accounts
Projects
Payments

Go to Advanced Search
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USER SETTINGS

User Settings

1. Click the name on the upper right of the screen (in this example, “Zaiden Dressler”).

:)Z'-::e'ie;:--, ~ grant: x

= C' | [ grants.des.nd.gov/app/#431727t=form <7 =g @

# # ~ M accounts ~ %, PROJECTS ~ &% FmNances ~ A ~ | Q

Zaiden Dressler

2. This brings up all the settings associated with the account. If the “Notifications Enabled” box
is checked, email notifications will be set to the email associated with the account

Gt | [ = [E] 3
3 Zaiden Dressler ~ grants.d X

[% grants.des.nd.gov/app/#43172 g @ =

L~

# @& # ~ o accounts ~ X, prosEcts ~ | $ Fmances ~ | B~ Q Weicome, Zaiden Dressler ¢ [

Zaiden Dressler B f

|=| Summary >
= [7] Contact Details -
) & Manage
Name: Zaiden Dressler
@ Assignments Title: Test
Email: asdf@asdf com
[£] Notes ¥/ _Notifications Enabled
Business Phone: T01-123-4567 (Direct)
[ Documents 3 i
Cell Pnone:
(3, History .
Last Login: February 18, 2015
ls Applicant: N
Qup[s): Applicant, Applic ant / Applicant Contact /

- To manage any settings, click the Manage tab on the left.
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USER SETTINGS

[=[=] & |

x

[ grants.des.nd.gov/app/#431727t=form v d @ =

# & # ~ 1 accounts ~ %, prosecTs ~ % Fmances ~ | B -~ | Q

Zaiden Dressler

Save

[ summary

— & Manage >

» Basic Information

[] manage » Basic Information ‘

MName Prefix

First Mame: £aKEn

Middle Name:

Last Mame:

@

Assignments

Name Suffix:

(]

Notes

Title: Test

[ Documents o
Organization:

@ History Email: asdf@asdf.com

Phone - Buginess: 701-123-4567

NOTE: Notice the lock icon in the upper right. When in an editable section, the user has this item
‘checked-out’ and no one else can edit that section until they are out of it. Other users will get a
‘Read-Only’ version of the most recent version.

3. When the left “Manage” tab is clicked, one will have the ability to edit the Basic Information,
change their Password, manage the Custom Menu and view received emails. The settings
associated are either viewable (in gray) or editable (in black).

- To receive email notifications, scroll to the bottom of the page and select “Yes” from the
drop-down menu for “Email Notifications Enabled.”

- Be sure to click the “Save” button before leaving the page to keep the changes.

Summary - shows the basic information saved in the system to include: assigned permission
groups, who the Applicant is and they have chosen to receive email notifications.

Assignments - allows a user to view what Accounts, Disasters or specific PWs they are assigned to.
Notes - allows a user to view the notes they have generated.
Documents - like Notes, it allows the user to see all Documents they have generated.

History - shows the history of the user’s account activity.
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HELP GUIDE/SUPPORT

Help Guide/Support

1. Click the question mark button on the upper right of the screen.

[=[@] = |

)) My Home ~ grants.des.nc X

<« €' [3 grants.des.nd.gov/app/#home? w2 =3 =

% & » M1 Accounts %, PROJECTS % FNANCES Welcome, Zaiden Dressler ©

My Home

2. This brings up a pop-up to whether one wants the Help Guide or to Open a Support Ticket.

’ Help and Support

The Help Guide Open a Support Ticket
Have a look through our help Can'tfind the answer to your
guide. twill provide question? Click the button
instructions on how to use the below to send a message to
system. our Support Team.

Go to the Help Guide Open a Support Ticket

a. Choosing the Help Guide will open the basic User Guide.
- One can navigate the guide by using the tabs to the left.

ﬁ A - m ACCOUNTS %, PROJECTS -~ $ FINANCES ~ » Wekome, Zaiden Dressler i [ -]

User Guide

(& Printing Options Q)

E hirolechon >\ E Infroduction  » System Overview

System Ovenview
LELENEEY EMGrantsPro is the leading edge cnline grant management tool for State Emergency Management departments - such as Public Assistance, Hazard
Mitigation and cther non-disaster grants. The system provides the necessary capabilties for managing these programs exclusively online from the
initial applic ation for assistance to the closing out of the disaster. The following sections provide an overview of the system

Options Ouenview

Formatting Notes

My Home

Accounts The Home screen consists of several elements to give the user information and the ability to quickly navigate to any item in the system:
= Open Grants: This section provides a list of all open Grants currently in the system. Selecting a Grant by clicking on it will navigate to the Grant

4| Projects T
My Inbox Summary: This section provides a count of items in your Inbox and Draft folders. Clic king on the fink will navigate to that folder to view

the items

Payments

Applicant You Represent: This section provides a link to the Applic ant screen for the Applic ant you represent, as well as a link to submit 2 new

/ Request for Assistance. (See the "Submit New Request for Assistance™ section below for more instructions)

Resources: This section provides several resources and news articles to aide in managing projects. Clicking on the links in this section will

navigate to each rescurce.
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HELP GUIDE/SUPPORT

b. By selecting Open a Support Ticket, filling out the form and submitting it, a request
is sent to State.

- Depending on the issue, it may take a longer period of time to resolve.

C' [} grants.des.nd.gov/app/#07type=Ticket

I # ~ 1 Accounts + =N, PROJECTS ~ $ Fmances ~ A ~ Q

Welome, Zaiden Dressler 4 (-]

Create New Support Ticket

Save Submit (7% Cancel
‘8

¥ Form 3 C] Form

Tie: — | |

Please provide a short title describing the reason for this suppart ticket. (Example: Unable to apen
sttachment.)

Dresc ription: —

A

Please provide a detailed description of the request orissus. If possible, pleass provide the steps that were

taken when an issue was encounterad.

ype: e | “scic:10re v

Due Date:

Priority: Choose One T

NOTE: All required fields must be properly filled in and the “Submit” button has to be pressed in
order for this form to be sent to the State.
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BREADCRUMB NAVIGATION

Breadcrumb Navigation

[=]@] = ]
))3:-._E:E=L~:_:'.=".:::E: x
- C' | [} grants.des.nd.gov/app/#398557t=summary w B =

I # ~ 1 Accounts + =N, PROJECTS ~ $ Fmances ~ A ~ Q

4154 SEVERE WINTER STORM (PA) Adams. (County) Account for 4154 (PA) - Adams (Cou... Project #3 - Gravel Roadway Repair...

Project #3: Payable #1

Routing Complete

The Breadcrumb is the navigation trail to get to the current page. This online software uses a
hierarchy much like a folder hierarchy. One distinct advantage of this is ease to quickly navigate
within the Breadcrumb trail (Grant = Applicant 2 Account - PW).

By moving the mouse over one of the Breadcrumbs, a drop down list will appear with items
specifically related to that breadcrumb (in the example below, relating to PW 3 of DR-4154).

[=[@] 3 |
)>3=._=.?E=l~;:'=";::5: x
& = C [ grants.des.nd.gov/app/#398557 w A ® =

H # ~ M accounts ~ %, prosecTS ~ | $ Fmances ~ | B~ Q Welome, Zaiden Dressler ()

4154 SEVERE WINTER STORM (PA} Adams {County) Account for 4154 (PA) - Adams (Cou... Project #2 - Gravel Roadvay Repair...

Project #3: Payable #1 o

Routing Complete Expenses

Documents

&9 Grant

History

Click any of the items to navigate directly to that page. This is a quick way to get exactly to the places
one is looking to go to if they are at all related to the current item being worked on.

Below are examples of the other Breadcrumb lists:

¥ Project #3 - Gravel Roadw X 3 Account for 4154 (PA) - £ X 3 Account for 4154 (PA] -

&« C' [3 grants.des.nd.gov/app/#6910 &«

& = C' []grantsde

& - m

# # ~ 1 accounts ~ 9, PROJECTS ~ = $ FINANCES # & # -~ 1M accounrs -

4154 SEVERE WINTER STORM (PA] | Adams (Couny) >  Account for 4154 (PA) - Adams (County) 4154 SEVERE WINTER STORM (PA)

Account for 41

Active

4154 SEVERE WINTER STORM (PA}

sy W

Project#3 - Gravel Roa —

Obiigated on Dec 17, 2013

— | Create New Request — | Create New Request

Documents

=] summary Histery [=] Summary

["] Project Deta

NOTE: Applicant & Account pages have red headings, Project pages have blue and Finance pages are
green.
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QUICK SEARCH

Quick Search

Using the Quick Search will filter the list to include only the items with the entered keyword(s).

This field is typically located at the top of the list, to the right of the “Quick Search” text.

[=[@] = |
})3 ojects ~ grants.des.nc x I}

<« C' | [} grants.des.nd.gov/app/#project/projectlist?o=grantnumber+asc wa® =
» i accounrs ~ | %, prosects ~ % Fmances ~ | B~ | Q Welcome, Zaiden Dressler [}

Save as Menu Preset

Quick Search _ Sresuts -~ =
» Grant#  Applicant Name Fed # Title Type Size Eligible Amt F % Expended % F Paid 5 Paid Status
4154 Md Dept Of Emergenc ... 28 324 Management Costs z s 100% n'a 0% n/a Cpen
4154 Carson 5 “egetative Debris Re... A s 75% nia 100% 100% Cpen
4154 Adams (County) 27 Donated Resourc es B s S48464 75% nia 0% 0% Cpen
4154 Adams (County) 10 Diebris Remcval A s $1,150.00 75% nia 100% 100% Open
4154 Adams (County) 12 Emergency Protective ... B s $4,236.04 75% nia 100% 100% Open

Simply enter in the keyword one wishes to be included in the results and the list will dynamically
update.

[=[=] = |
}): ojects ~ grants.des.nc %

C' | [ grants.des.nd.gov/app/#project/projectlist?o=grantnumber+asc&p=18&pp=508&s=Adams w B =

# @& # -~ 1] accounts ~ ¥, prosEcts ~ | $ Fmances ~ | B -~ Q Welcome, Zaiden Dressler -]

Projects

Save as Menu Preset

Quick Saarnh dresuts  ~ =)
* Grant # Applicant Name Fed # Title Type Size Eligible Amt F % Expended % F Paid S Paid Status
4154 Adams (County ) 27 Donated Rescurces B s 545464 75% nia 0% 0% Cpen
4154 Adams (County) 10 Diebris Remcval A s §1,150.00 75% nia 100% 100% Cpen
4154 Adams (County) 12 Emergency Protective ... B s §4,236.04 75% nia 100% 100% Cpen
4154 Adams (County) 3 Gravel Roadway Repair c s $23,650.44 75% nia 100% 100% Open
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ACCOUNT/PROJECT/FINANCE QUERY

Account/Project/Finance Query

After one selects either Accounts, Projects or
Finances from the Menu Bar; it will load a
drop-down menu with a Quick Search and
links. By selecting one of the linked items
below the Quick Search, it will create a list of

i accounts -

P

%, PROJECTS ~ % FINANCES =

&

Requests for Assistance
Funding Agreements
Withdraw Requests

Grant Listing
Applic ant Listing
Account Listing

Appeals
Account Closeouts

Account Contact Listing
Ilssue Listing

the selected item, relating to the Account/
Project/Finance section. In this example,

Accounts 2 Account Listing will be selected.

[=T@] = |

¥ Accounts ~ grants.des x

v ® =

Welcome, Zaiden Dressler (-]

[3 grants.des.nd.gov/app/#account/accountlist?o=grantname +asc%2Capplicantname+asc

# # ~ M accounts ~ | %, PRouECTS ~  $H ANances ~ | B ~ Q)

Accounts

Save as Menu Preset

Quick Search:

=Y o &

Program Gt # * Grant Name Applicant Name County Agency  Proj Count  Clojild Date

PA

£y

SEVEREWINTER 5...  Abercrombie Richland N M

PA 4 SEVEREWINTER S...  Adams (County) DO01-59001-D0 Adams N M 4

The number of entries on the currently queried list is shown to the left of the Filters icon.

From here, the list can be refined either by a Quick Search keyword or by Filters. Entering a
keyword will filter out all results that do not contain the keyword. By clicking the Filters button, a
short list of filters will appear with the option to “Show More Filters.” From here, one is able to
select the wanted Filters included on the list.

When a Filter is selected, typically the option wanted has to be specified. In the following example,
“Applicant” and “Grant Closeout Status” are selected. When presented a list, as shown by selecting
the “Applicant” Filter, use Ctrl and/or Shift to select/de-select multiple Applicants for the query.
“Grant Closeout Status” only gives a radio button to specify if it is either Open or Closed.
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) ¢ eicart

— #|  Grant Closeout Status

ACCOUNT/PROJECT/FINANCE QUERY

= |E
})—:::.':.’---:f'::.:; x

[ grants.des.nd.gov/app/#account/accountlist?o=grantname+asc%2Capplicantname+asc&p=1&pp=50&s=&filters: 77 =g

# & # -~ (M accomnts ~ X, prosecTs ~ | FAmances ~ | B -~ | Q

Welcome, Zaiden Dressler ¢ (-]

Accounts

Save as Menu Preset

Quick Search:

1resuts & @ =)

Cancel

Grant / Applicant

General

Custom
Program Cn Hold Has Clossout Request
Grant Deleted
County

Account Status

Aberc rombie
Adams
Adams (County)
Agassiz Water Users Inc
Altru Health System
Ambrose
Applicant Classific ation
PNP Flag

State Agency Flag

Region

& Open
Closed

Once all the filters have been selected that is wanted for the Query, click the blue “Apply Filters”
button to retrieve the custom Query.

The red text below the Quick Search line will show what the active Filters are. From here, one has

the ability to either export this query to an Excel spreadsheet or print it, by clicking the respective
buttons next to the Filters Icon.

=|E] &
})—:::.':.‘--:?':::':: x
C' | [ grants.des.nd.gov/app/#account/accountlist?o=grantname +asc%2Capplicantname+asc&p=18&pp=50&s=&filters= ¢ =@

# [ # ~ MM accomwts ~ % ProJECTS + | P Fmances ~ | B - | Q

Welcome, Zaiden Dressler (-]

Accounts

Save as Menu Preset

Quick Search:

tresuts « W &) 5
— There are 2 active filters { Applicant and Grant s Closed |

Program Grant # » Grant Name Applicant Name FIPS# County PNP Agency Proj Count Closed Date

PA 4154 SEVEREWINTER 5...  Adams (County) D01-59001-D0 Adams N M 4
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PRINTING AND EXPORTING A LIST TO EXCEL

Printing and Exporting a List to Excel

[=[@] 3=

¥ Accounts ~ grants.des.nd. %
\

€« C' | [} grants.des.nd.gov/app/#account/accountlist?o=grantname+asc%2Capplicantname+asc&p=1&pp=50&s=&filters: 77 =g =

ﬁ E ,’ m ACCOUNTS ‘\ PROJECTS $ FINANCES ) Welcome, Zaiden Dressler -]

Accounts

Save as Menu Preset

Quick Search: fresuts » Y )
There are 2 active filters | Applicant and Grant |5 Closed )
Program Grant # » Grant Name Applicant Name FIPS # County PNP Agency Proj Count Closed D

When the Print option is selected, a pop-up window will appear asking if it is desired to either print
the “Current Page” or “All Pages” from the query.

By selecting the Excel Export option, a pop-up window will appear (similar to Print) where a person
may specify “Current Page” or “All Pages” as well as which columns one wishes to include. To specify
which ones are wanted, select “Custom.” There are blue shortcuts to the right of that to Select or
Deselect all columns, or perhaps one may decide to either add or subtract specific columns.

3 Excel Export Settings

Pages: Columns:
) Current Page () Standard
®) All Pages [®) Custom | Selectall| DesslectAll
Choose Columns:
¥ Grant# [« County | DUNS Number | Mailing City
¥ Grant Name ¥ Account Status | Address Line 1 < Mailing State
\QI Grant is Closed \QI Program _ Address Line 2 _-__ Mailing Zip Code
‘2 Applicant Mame ¥ Classification v City | Primary Contact Pre-.-
¥ Is PNP # PNP #| State #| Primary Contact Firs---
¥ 1s State Agency 4 Agency I Zip Code i Primary Contact Las—-
# Filps# ¥ ProjCount & mailing Line 1
¥ State Applicant Mum-- ¥/ Closed Date ¥ Maiing Line 2

— ) )

When completed, press the “Export” button and the Excel file will be downloaded.

4 3

=

B 20150112-152248 liste..xls |~ ¥ Show all downloads... x
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CREATING CUSTOM PRESET MENU

Creating Custom Preset Menu

To begin creating one’s custom menu, first navigate there by either clicking the thumbtack icon
(Saved Presets) or clicking the name in the upper right of the screen then Manage - Custom Menu.

[=[E] &
/ ‘,)Zaitlen Dressler ~ grants.c X
<« €' [9 grants.des.nd.gov/app/#43172%t=form--menu <] =g =

M accounts A, PROJECTS $ rAnances | Zaiden Dressler Y [}

Zaic )

Click here to create one.
EDmNG

Add Custom Menu Link
L

7| Summary [[] manage » Custom Menu

) = Manage >

Basic Information

Click here to create a
Profile Picture

ne eset.
Change Password

I . cision iers

Received Emails

[Z} Assignments

By either clicking the the “Add Custom Menu Link” button or the blue “Click here” hyperlink, a pop-
up window will appear asking which custom listing one would like on their Preset Menu.

Once a listing is selected (in this example, “Project” is selected), click the “Save Preset” button.

= Modify Preset: null

Project

Payable
Payment
Payment Batch

Project Assignment
Project Closeout

Project \Version
Quarterly Report
Quarterly Report By Project
Ready to Pay
Recenvable
Reimbursement Request
Request for Assistance
Scope Change

Small Project Montoring
State Project

Support Tic ket

Time Extension
ansaction
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CREATING CUSTOM PRESET MENU

The pop-up window will update with the custom options to the attributed list. Red fields always
signify required fields, so give the preset a name and select/create a category it is desired to be
listed under.

By clicking “Show More Filters,” one is able to see a complete listing of all the Filters for that
category (one may need to scroll down to see them all). The more popular items are typically listed

toward the top.
I [=[=] % ]
}‘)Zeltlen Dressler ~ grants.c X \
&« C' [ grants.des.nd.gov/app/#43172?t=form--menu <2 =3 =

© Modify Preset: null

Basic Information Other Information
Preset Mame: [ Open Large Projects for DR-4154 ] Category: [ + Add MNew Category A ]
This will be the name of the link in your menu. -
Mew Category Mame: [ Large Projects ]
Listing: Project v
Results Per Page: 25 M
Filter Options:
Grant / Applicant Project General Custom
Il Program Il Type ] ©OnHold || Has Closeout Request
] Grant ] Size ) Deleted || Alernate Procedures
|| County || Obligated

Show More Filters — Show More Filters

NOTE: One is able to change the listing after they have selected and saved it.

Next, select the Filters desired for the Saved Preset. As seen below, Grant (4154), Project Size
(Large), Closeout Status (Open), On Hold (No) and Has Closeout Request (No) are selected.

= Modify Preset: null
Grant | Applicant Project General Custom i
| =
| [l Program ] Type — | OnHold — ¥l Has Closeout Request
Yes Mo Yes Mo
) v cron ) ¢ -
| 4154 (PA) SEVERE WINTER S1 « Small (@ Large | Deleted | Alternate Procedures
Size Override
[l County
|| Obligated
|| Account Status |
] Title
Applicant
|#| Closeout Status
| || Applicant Classification Closed @ Open |
| PNP Flag [l Eligible Amount |
L] State Agency Flag =] wWork Deadiing
| Region | Donated Resources -
| Grant Closeout Status Critical Infrastruc ture
~  Show Less Filters Atternate Type -
=)
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CREATING CUSTOM PRESET MENU

Be sure to click the “Save Preset” button to make this a preset.

[=[@] = |
¥ Zaiden Dressler ~ grants.c X
&« [} grants.des.nd.gov/app/#431727t=form--menL a1t =

# [ # -~ [ accomts ~ X, prosecTs ~ | H FAmances ~ | B - | Q
W

T i

Open Large Projects for DR-
4154

Add Custom Menu Link

[7 summarv [E] manage Custom Menu |

Click the Saved Presets icon on the Menu Bar - the newly created Custom Listing should be listed
there under the appropriate heading. These custom presets can be extremely useful for filtered lists
one finds themselves frequently querying.

Now select the newly created item. The filtered list will appear.

# A ~ | M accounts ~ | % PROJECTS ~ | $ FNANCES ~ Welcome, Zaiden Dressler ¢ ()

Projects

Save as Menu Preset

Quick Search: Eresuts @ =)
There are 3 active filters | Grant, Size and Project |s Closed )

* Grant # Applicant Name Fed # Title Type Size Eligible Amt F % Expended % F Paid S Paid Status

4154 Mor-gran-sou Elet Coop 30 Electrical Distribution 5...  F L 52,48 75% 0% 0% 0% Open

4154 Mor-gran-sou Elet Coop 33 Replac e Electrical Lines F L $2,817,208.32 75% 0% 0% 0% Open

4154 Slope Electric Coop 29 Electrical Distribution 5. F L 576,450.34 75% 0% 0% 0% Open

4154 Slope Electric Coop k]| Electrical Distribution 5...  F L 5887,699.50 5% 0% 0% 0% Open

4154 Slope Electric Coop 32 Replace Electrical Lines F L T3% 0% 0% 0% Open

4154 Aberc rombie 2020 20134ber A L 75% 2453% 0% 0% Open

As seen in the case example above, it’s a great tool for letting the applicant know what active DR-
4154 Large Projects there are that are open with the state, awaiting a letter to DES to start the
closeout process as well as the total of all eligible amounts.
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CREATING CUSTOM PRESET MENU

To modify an existing menu preset, either navigate there by way of User Settings (clicking user
name in the upper right) then Manage = Custom Menu or click the thumbtack icon on the Menu Bar
and click on the “Customize this menu” hyperlink.

¥ Zaiden Dressler ~ grants.c X

4= C' | [} grants.des.nd.gov/app/#431727t=form--menu w7 ad =

# # ~ M accounts ~ R, PROJECTS + $ Amances ~ | P2~ Q

Large P cts
Zalc Opes Projects for DR-

4154

Customze this menu
~\, Add Custom WSITG T,

By clicking a created custom preset in the Management section, for this example “Open Large
Projects for DR-4154,” one may modify the selected preset to their liking. Notice the green “Preset
Saved” notification bar that pops up - if ever in question, this lets the user know changes were
indeed made.

¥ Zaiden Dressler ~ grants.c X

&« C' | [} grants.des.nd.gov/app/#431727t=form--menu w7 *a

# # ~ M accounts ~ %, PROJECTS + $ Amances ~ | P2~ Q

Zaiden Dressler

| Add Custom Menu Link

-
¢ Preset Saved

=] Summary El Custom Menu

& Manage >
B Large Projects
Drag links here to create

— Open Large Projects for DR- I

4154

ory or Click

here to create a new
¢+ Custom Menu

preset.

Received Emails

[Z} Assignments

[] Motes

NOTE: One may move a custom preset from one category into another by dragging-and-dropping it.
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ATTACHING/VIEWING DOCUMENTS AND NOTES

Attaching/Viewing Documents and Notes

Every page other than generated Lists has the ability to upload/view Documents, make/read Notes
and view I[ssues at the bottom of the associated page or form. For instance, if an Applicant has
special information pertaining to a project, they may choose to leave a comment in the Notes &
Comments section in the specific project page to explaining the information.

Please choose wisely where these items are being attached. Project comments and documents
should be uploaded in the respective Project page (blue), items pertaining to an Applicant should be
on the specific Applicant page (red), items pertaining to a specific disaster for an Applicant should
be on the specific Account page (red) and items relating to a form should be uploaded to that form.

How-To

First, navigate to the specific page one would like to attach an item and scroll to the bottom of that
page. This is where all the most recent comments, documents and issues are located. To view or
download a Document, simply click the blue hyperlink.

To add a note or document, one must click the Add button in their respective area.

3% Project #3 - Gravel Roadv. %

€« C [3 grants.des.nd.gov/app/#69107t=summary o7 =d =

# [ # -~ [ accomnts ~ X, prosecTs ~ | $ AMances ~ | B -~ | Q

‘ — | Create New Request (::l
|31 PTOYTESS NONMOTINg FIPS # D01-G5001-00
“endor #: 488
= Type: County
|5} Contacts PhysicalMaiing: PO Box 589

Hettinger, ND, 58636-0589

[] Motes
[] Documents

(3 History

@s & Comments — Add Note Uploaded Documents — Add 3:-:-1&--\

DR-4154 Adams Co PW 3(0) (Supporting

PRl

ms Co PW 3(0) - Attachments

N
[No Issues
v

-

NOTE: A user can reply to a comment as well as make a new one.

The other way to view and add notes and/or documents is to click either the Notes or Documents
tab to the left.
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ATTACHING/VIEWING DOCUMENTS AND NOTES

After the left Documents tab is clicked, a List of the documents will be displayed. These may be
filtered to show specific documents if there are many or to export/print. To add a document, click
the “Add Document” button.

G | [ = [E] %
3% Project #3 - Gravel Roadv. %
€ = C |[3 grants.des.nd.gov/app/#69107t=documents&o=createddatetime+desc&p=1&pp=50&s= <2 =g @ =

% & 0 » i Accounts %, PROJECTS % FANaNCES y Q Welcome, Zaiden Dressler ¢ ©

4154 SEVERE WINTER STORM (PA) Adams {County) Account for 4154 (PA) - Adams (County)

Project#3 - Gravel Roadway Repair (S, Cat C)

d on Dec 17, 2013

— | Add Document — | Create New Request C:)
& summary [[] Documents » Item Documents
_ . 2 res =
[ Funding Quick Search 2resus Y &)
Name Type Ext a Created Date Created By
(2) Locations
ﬁ DR-4154 Adams Co PWV 3(0) - Attachment Supporting Dot umentation pdf Dec 26, 2014 Garrett Dressler
Expenses @ DR-4154 Adams Co PW 3(0) Supperting Dot umentation pdf Dec 26, 2014 Garrett Dressler
[ Payments
[51] Progress Monitoring
(& contacts
[£] Motes

) [ Documents >

+ Item Documents

Related Documents

(3 History

This will bring up a window to add files. To add files, simply drag and drop them to the white area in
this window or select the “Choose Files...” button, locate and select the file(s) needing to be
uploaded and click Open. Once they are added to the list, one must assign a document type from the
drop down list.

= Upload Files

?:I i DR-4154 Adams Co PW 3 Iny Select a Type... ¥ | [ Internal Only x I
Select a Type...
All
ACHICheck
Correspondence
Note: Documents containing personal i Finan ial Dot umentation BACKUP ibers and Debit/Credit Card

Suppeorting Doc umentation
|  Template

|
| I#*| Close dialog afier upload completes | Choose Files... | [IMETVH | Cancel |

numbers should not be uploaded

The item may be renamed in the field to the left of the document type. Each file uploaded must
follow the following naming standard (see page 1 for full naming standard list):
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ATTACHING/VIEWING DOCUMENTS AND NOTES

DR-#### Applicant PW # (Description) - yyyy-m-d
o0 Example: DR-1981 Adams Co PW 3 Invoices - 2015-8-19

To view or download a document, one may either click the document link at the bottom of the page
or go to the “Documents” tab to download a file. In order to download from the “Documents” tab,
click the tab the click the document in the list. A popup window will appear. Click the “View” button
to download the document.

A user may use a Filter or Quick Search to narrow the list results if there’s a lot of documents.

EIEEE
3P Project #3 - Gravel Roady %
€& - C |[ grants.des.nd.gov/app/#69107t=documents&o=createddatetime+desc&p=18&pp="508&is= <7 =g @ =

© Document Details

File Name: DR-4154 Adams Co PW 3(0)
File Size: 383 KB

Item: Project #3 - Gravel Roadway Repair (S, Cat C)

- 4154 (P..

Older Versions: none

ﬁ DR-4154-Adams-Co..pdf 7 ¥ Show all downloads.. %

To view a note, either click the “Notes” tab to view all the notes or scroll to the bottom of the page to
view the more recent notes.
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SUBMITTING A REQUEST/FORM

Submitting a Request/Form

A Form in this grant software is any page that allows the Applicant to fill in fields and submit it to

the State. This form goes through a Workflow process, where it may reach one or more individuals

from the State with the ability to review and possibly advance it to the next Workflow process.

NDDES may return or advance the Form to the Applicant for a number of reasons: missing

documentation, incorrect information, not in compliance with CFR 44 and/or State law, for

approval, etc. The reasoning will be included.

The majority of requests/forms are located in either the Account or the Project page.

Accounts - One may request for Assistance (RFA), Account Closeout, Withdraw of Assistance, an

Appeal or Small Project Monitoring in the specific Account.

Projects - One may submit a Reimbursement Request, Advance Request, Project Closeout, Time

Extension, Scope Change or Project Appeal for the specific Project.

How-To

First, navigate to the specific Account or Project the request is needing to be made. In this example

we are going to make a Request for a Scope Change for PW 3 in DR-4154. Once there, click the

“Create New Request” button and select the request needing to be made, in this case we will be

selecting New Scope Change,” so click that.

Page 25

= Create a New Request

Select the request you would like to create by clic king on the name of the request below.
Note: For a list of Applicant or Account-based reguests, first navigate to the Applicant or Account screen.

New Project Closeout

This form netifies the State that work on a given project is
complete and a final inspection is needed. The approval of this
request wil close the project and remove the need for status
reports on future Quarterly Reports.

New Scope Change

This form netifies the State of a request for a Scope of Work
Change should it be advantagecus to make additional
improvements to or necessary to change the scope of work on

a project while restoring its pre-disaster design @

North Dakota Department of Emergency Services

New Time Extension

This form netifies the State that the physical work on a project
will not be completed by the work completion deadline. Ty pically
this request for an extension should be made at least 30 days
pricr to an upecming deadline.

New Project Appeal

This form notifies the State of a desire to Appeal a Federal
Determination regarding account or project eligibility .

[=]=] & ]
}‘)Prcject=3-6ra\.-'e\ Roadw X -.‘,,Creat&l‘vlewSccpeChar x
& = C [ grants.des.nd.gov/app/#69107t=summary i o =




SUBMITTING A REQUEST/FORM

The form will appear with the ability to Save, Cancel or Submit it. All the red fields are required
fields in order for the form to be submitted. Be sure to include as much supporting information in
the optional fields as it pertains to explaining the Request.

A user has the option to save the form if they wish to revisit it again to add additional information. If
this is the case, click Save. If a user wishes to cancel the request, press Cancel. In order to advance
the request to the State for review and eventually approval, one must Submit it so click “Submit.”

[=]=] & ]
}) Create New Scope Char X
€« C | [} grants.des.nd.gov/app/#07type="ProjectScopeChange&parent=6910 <7 =3 =

# # ~ M accounts ~ X, prosecTs ~ P Anances - | P~ Q Welcome, Zaiden Dressier s o

4154 SEVERE WINTER STORM (PA) Adams {County) Account for 4154 (PA) - Adams (Cou... Project #3 - Gravel Roadvay Repair...

Create New Scope Change

Save @ Submit @ Cancel

* Form by [] Form

Type ) | se=ctone 3
Deseripton: )

Anticipated Cost: — s :

Source of Additional Funds:

Non-Federal Funds

Work Performed By Choose One

Anticipated Completion Date‘ E

Additional Comments:

In this form, there is the option to request an Alternate Project, Improved Project, Project
Relocation or Change for Scope of Work (SOW). Enter in why and what is desired for the new SOW,
the Anticipated Cost, Anticipated Completion Date and any other field that do a better job

-

When a form is submitted it’s referred to Advancing Are you sure you wantto Advence s tem?

explaining the story of this Request and click Submit.

(within the workflow), a window will appear asking to Leave a Note:
confirm whether or not it should be advanced. There is the
option of leaving a note, which one may do so now. When
finished with the note, click “Yes” for the form to be
Submitted.

e ) | Cancel
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SUBMITTING A REQUEST/FORM

Notice the screen navigates to the Project with the updated Scope Change Details included as well as

the current step in the Workflow this request is at with DES and FEMA.

4154 SEVERE WINTER STORM (PA}

M Accounts -

Adams {County)

Project #3: Scope Change #1

Routing in Progress: State Review (Step 2 of 4)

A, PROJECTS +

Account for 4154 (PA) - Adams (Cou...

$ FANancEs ~

A~

Q

Project #3 - Gravel Roadvay Repair...

(=)

Summary

Form

(]

Notes
) Documents
o Workflow

(3 History

’ ﬁScope Change Details

Request Type:

Description of
Changes:

Anticipated Cost:

Approximate

Qm pletion Date:

This form netifies the State of a request for a Scope of Work Change should it be
advantageous to make additional improvements to or necessary to change the scope of work
on & project while restoring its pre-disaster design.

Scope of Work Change

Testing

$50,000.00

December 17, 2015

\ &% Grant

Current Step:

Last Advanced:

Submission:

&

(D Workflow Summary

2) State Review

Jan 14, 2015 at 11:09 AM by Zaiden
Dressler

Jan 14, 2015 at 11:09 AM by Zaiden
Dressler

4154 SEVERE WINTER STORM
Public Assistance

Declared: October 31, 2013
Emergency Deadline: April 30, 2014
Permanent Deadline: April 20, 2015

@ Applicant

Adams (County)

Adams County

FIPS #: 001-95001-00
‘endor #: 488

Type: County
Physical/Mailing: PO Box 585
Hettinger, MD, 5863%-056%

o4 Project

F#3

Gravel Roadway Repair

C Roads and Bridges

Work Deadline: April 30, 2015
Eligible: £23,658.44 (5)
Federal: 517,744.58 (75%)

By clicking the History tab, one will see the workflow history (to include times/dates of each step).

fta #-

4154 SEVERE \WINTER STORM (PA}

M Accounts ~

Adams (County)

Project #3: Scope Change #1

Routing in Progress: State Review (Step 2 of 4)

%, PROJECTS ~

Account for 4154 (PA) - Adams [Cou ..

$ AnaNCES ~

r-lq

Project #3 - Gravel Roadvay Repair...

Wekome, Zaiden Dressler v [ -]

History

@

Page 27

[E summary @ »  Item History ‘
EJ Form Quick Search: =
& N
 DateTime Action By Item Action
[£] Notes
Jan 14, 2015 11:09am  Zaiden Dressier Scope Change #1 - 4154 (PA) / Adams (Count...  Advanced from 1) Submission to 2) State Review
] Documents Jan 14, 2015 11:09 am Zaiden Dressler Scope Change #1 - 4154 (PA} / Adams (Count... Meodified
Jan 14, 2015 11:0¢ en Dressler Scope Change #1 - 4154 (PA) J Adams (Count... Created
& Workflow
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SUBMITTING A REQUEST/FORM

To access a Request, navigate to the specific Project page and click the “Progress Monitoring” tab. By
clicking this tab, the page will navigate to Quarterly Reports by default, but a user may click any
item they wish to look at. In this example, “Scope Changes” was selected and the list of all Scope of
Work Changes to the right was generated.

[=]=] & ]
¥ Project #3 - Gravel Roadv X
& = C |[ grantsdes.nd.gov/app/#6910?t=quarterlyreports--scopechanges&o=itemsequence+ascp=18pp=>508&s= w A B =

# & # -~ M accomnts ~ X ProsecTs + | P Anances | B~ Q Welcome, Zaiden Dressler [}

4154 SEVERE WINTER STORM (PA) } Adams {County) Account for 4154 (PA) - Adams (County)

Project #3 - Gravel Roadway Repair (S, Cat C)

Obligated on Dec 17, 2013

Create New Request '\:;'
E] summary E Progress Monitoring » Scope Changes ‘
[J Funding Quick Search Tresuts « Y @ =)
v # Request Type Workflow Step Days
—
By Expenses
. 1 Scope of Work Change 2) State Review 0
[t
A

£= Payments
— [31] Progress Monitoring y
— + Scope Changes

Project Appeals

(& contacts
[] Motes
[~} Documents

(%) History

NOTE: Related requests from the specific Project/Account page will be listed under the respective
item below the “Progress Monitoring” tab.

There are many different Forms and Requests one may make within this software:

0 Account Closeout Request* 0 Project Closeout Request*

0 Existing Applicant Request for Public 0 New Applicant Request for Public
Assistance’ Assistance’

0 New Withdraw Assistance Request* 0 New Appeal®

0 Reimbursement Request* o Time Extension Request*

! "Training Videos." Training Videos. Louisiana GOHSEP in Conjunction with MB3 INC., 6 Aug. 2012.
Web. 17 Feb. 2015. <http://louisianapa.com/site /Training Videos.cfm>.
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CREATING A MONITORING REQUEST

Creating a Monitoring Request

A Small Project Monitoring Request lets NDDES know all small projects have been completed for a
specific sub-applicant’s Account. Once NDDES receives the Small Project Monitoring Requests from
all sub-applicants, NDDES will schedule a Small Project Monitoring with its sub-applicants.

First, navigate to the Account (Grant + Applicant) of the completed small projects, click the “Create
New Request” button and select “New Small Project Monitoring.”

= Create a New Request

Select the reguest you would fike to create by clicking on the name of the request below.
Note: For a list of Applicant or Project-besed requests, first navigate to the Applicant or Project screen.

New Request for Assistance New Account Closeout

This form nofifies the State of the intent to participate in a given This form notifies the State that all work for this disaster is
newly declared Grant. The Applicant details as well as key complete and all requested funding has been received.

contacts are specified

New Withdraw Assistance Request New Appeal

This form requests the immediate closure of an account This form notifies the State of a desire 1o Appeal a Federal
typically due to an Applicant not having eligible damage froma Determination regarding account or project eligibility
given Grant.

New Small Project Monitoring

This form notifies the State that work on a given project is
complete and a final inspection is needed. The approval of this
request will lose the project {b

This navigates the user to the Small Project Monitoring Request form. Using the Ctrl key, a person
may deselect specific projects not yet ready or needing closeout. Fill out and ‘Submit’ this form.

Create New Small Project Monitoring

=] save @’ Submit {5y cancel

Ui

|
* Form 3 [] Form ‘

/ #2000 - Debris Removal ($25,500.50) ez

Projectis):

Justific ation:

Eligible Amount: -4

Net Difference: 525,500.50 |

|

The total amount of money thet has been expended for all projects grouped together in this request
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CREATING A MONITORING REQUEST

After the form has been submitted, there will be a pop-up asking “Are you sure?” In the “On Behalf
Of:” field, type the applicants name and select the applicant below in the Suggestions.

B ¥ Create New Small Project X |

C' | [ grants.des.nd.gov/app/#07type=ProjectNetting&parent=43176

@ Are you sure?

Are you sure you want fo Advance this item?

Leave a MNote:

I ke

Suggestions

Kevin Berpjer Kevin Bernier Kevin
Fieldserréi Eeuin Hanson Kevin Mayer

m

The field should be greyed out with the applicant’s full name and an edit link to the right. Click the
edit to modify the name in the field. When completed, press the green “Yes” button.

4
On Behalf Of: [| Kevin Bernier (edit) |]
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CREATING A TIME EXTENSION

Creating a Time Extension

In the instance where an applicant wishes the Large Projects Closeout (LPC) Lead to fill out a Time
Extension Request on behalf of them, the LPC Lead would need to create a Time Extension on their
behalf. This guide explains how to do just that.

Navigate to the specific Project page the Time Extension is to be requested. Once there, click the
“Create New Request” button on the top left and then select “New Time Extension.”

[ G [ [=[=] %

‘,‘) Project #1 - Gravel Roadw X

= —

Page 31

€« € [ grants.des.nd.gov/app/#306337

" Create a New Request

Select the request you would like to create by clicking on the name of the reguest below.
Note: For a list of Applic ant or Account-based reguests, first navigate to the Applicant or Aceount screen.

New Project Closeout

This form notifies the State that work on a given project is
complete and a final inspection is needed. The approval of this
request will close the preject and remove the need for status
reports on future Quarterly Reports

MNew Scope Change

This form notifies the State of a request for a Scope of Work
Change should it be advantageous to make additional
improvements to or necessary to change the scope of work on
a project while restoring its pre-disaster design.

North Dakota Department of Emergency Services

New Time Extension

This form netifies the State that the physical work on a project
will not be ¢ by the work compl deadiine. Typically
this reguest for an extensicn should be made at least 30 days
prior to an upcoming deadline. {b

New Project Appeal

This form netifies the State of a desire fo Appeal a Federal
Determination regarding account or project eligibility




CREATING A TIME EXTENSION

The page will then navigate to the request form. Fill out the fields as complete as possible, based on
what information is given by the applicant and click the “Advance” button when completed.

. [ G [ (= [E] 5%
)’Create New Time Extensic %
[ C' | [ grants.des.nd.gov/app/#07type=ProjectExtension&parent=30633 T ad® =

@ Are you sure?

Are you sure you want to Advance this tem?

Leave a Mote:

— 2) State Review v

On Behalf OF Kev|

Suggestions
Kevin Bernier Kevin Bernier Kevin

Fieldse?d Kevin Hansen  Kevin Mayer

e [

This will bring a pop-up where the LPC Lead can fill in the “On Behalf Of:” for an applicant. Type in
the Applicant’s name and select the correct name from below the “Suggestions.” Once the suggested
name is selected, the “On Behalf Of:” field should be filled in and greyed out, with an edit link to the
right. Once the correct name is entered, click the green “Yes” button.

Advance to: 2) State Review v

On Behalf O [| e e {edit) |]
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COMPLETING A WORKFLOW TASK

Completing a Workflow Task

The person assigned to the Workflow step will be notified if they have a Submitted, Advanced or
Returned item to them. One may see this by clicking the Inbox notification in the upper left, by
clicking “Inbox” under My Inbox Summary or by email notification (if enabled).

Gawa | [ = (& 2 ]
‘;)i.‘:_ Home ~ grants.des x
L C' | [} grants.des.nd.gov/app/#home?o=startdate+desc w =B =

M Accounts ~ %, PROJECTS ~ % FNancES ~ @ ~ Wekome, Garrett Dressler (-}

Project Closeout #4 Project #2020 - 2013Aber (L, ... Advanced (Recipient Update) by Z... 37 seconds ago

7

D Quick Start Guides? = [=1 My Inbox Summary -
Welcome to the updated grants des nd.gov! For an intreduction to the system, see the help guide available in the top-right corner oft— Inbox 1 total, 1 unread
screen. » Drafis

Click the item within the notification, inbox or the link located within the email and it will

automatically navigate to the proper page to complete the task; in this example, the Project Closeout
page.

Inkeecos - gidressler@nd.gav - Cutlook T M - & %
SEND/RECENE  FOLDER  VIEW
. M =) Sy — 3 g_— n B [Search Prpie
a— o L 3
- -  Dane o ) Address Back
Mew  Hew F Create N ol Meove Rules OneMote Unresd! Categodice Follkow
Emad fema- e Junk - ) Mar Lroate How = - Resd i up- Y Fiter Email =
Mew " T " "
« - x
#Favarites earch Cument Mallban (8. 2 ™
Inbes 1 All Unread Dyate = tewest b S
Sent lers 4 Teauy Grants.DE v (Zaiden Dressler) <no-reply@emgrantspro.com
Deleted tiems Grants.DESAA.GOV (Zai.- Actlvity Notification: Project Closeout #4 - 4154 (PA) / Abercrombie / Project #2020 - 2013Aber (L, Cat A)
Adtheity Motification: Project . 1130 AM i
 gjdressler@nd.gov A pictures. To help protect your peivacy, Outlook prevented autsmatic download of some pictires in thi mestage "
ainbax 1 Grants.DES.nd.gov (Ga..
- . At cation: Advance.. 913 AM
Annette, Cecity B Cy 1

Save Tomaorrow

Grants DESnd.qev (s . .
P ation: Project . 08 2 Activity Notification

— Proiuct Glusgsst 84 - 4154 (PAL Aburcrambie | Prosst #2020 - 2013400t L Gat Al Advancod (Ricipiont Lpdain)

venzan

NOTE: Itis important to note that only the user(s) assigned to the current step in the workflow
have the ability to Edit or Delete documents they upload, as well as Advancing/Returning it to the
other steps within the workflow.
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COMPLETING A WORKFLOW TASK

Click the Form tab on the left and fill out the grayed State-Only section, save the progress by clicking
the “Save” button and click “Advance” to advance it within the workflow to send it to the LPC Lead.
Once the item is advanced, the LPC Lead would be able to update it, Return it back to the Project
Specialist or Advance it to FEMA Review.

Gt | [ = [ B[ 2 ]

C' | [ grants.des.nd.gov/app/#435467t=form g ® =

-

# @& # ~ o accounrs ~ X, proskcts ~ | $ Fmances ~ | B~ Q Welcome, Garrett Dressler ¢ [

4154 SEVERE WINTER STORM (PA) » Abercrombie » Account for 4154 (PA) - Abercrombi... ¥ Project #2020 - 2013Aber (L. Cat A...

Project#2020: Project Closeout #4

Routing in Progress: State Review (Step 2 of 4)

Save G} Advance ,\‘“"J Return ° Set on Hold @ Deny ﬁ Delete E Finances -
It
b ]

This item hafileen saved.

= mmary [£] Form
) = Fom y
Project: Project #2020 - 2013Aber (L, Cat A) - 581,500.75 v
[] Motes State Use Only
[ Documents Scheduled Inspection Date: Jan 28, 2015
The scheduled date of the final inspection with the Applicant.

@ SRR Percent Complete at Inspection: 100 |%
() History Federal Closed Date: Not yet closed

State Closed Date: Jan 28, 2015

Closed date for the project. If not specfied, the project closed date wil be set upon approval of the
Project Clos=out.

Closeout Version Amount: 5 100,000.00

Project Version Questions

Project \Version Requested fes M

Project \ersion Requested Date to Jan 28, 2015
FEMA
piect \/ersion Reguested Amount: 5 100,000.00 i
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OPENING A LETTER/DOCUMENT

Opening a Letter/Document

When the notification arrives in one’s Inbox and/or email that a task has been completed and a new
item has been uploaded, it is the responsibility of the applicant to retrieve that information from the
DES Grant software. Do so by clicking the link within the notification/email. Notice, within the

notification is the Advanced Explanation of what the item is that has been uploaded to the software.

Grants.DE S.nd.gov (Garrett Dressler) <r 7:23 AM (3 minutes ago) - T
to me [~

Activity Notification
From Garrett Dressler on Feb 19, 2015 at 7:22 AM

Small Project Monitoring #1 - 4154 (PA) / Abercrombie; Advanced to Step
3) 1st Monitoring Letter

Advance Explanation - Your Motification Letter has been
uploaded.

ND DES

hitp:figrants.des.nd.gov

To change your email notfication preferences, click here

This will direct one’s browser to the page of where the document has been attached. The
notification will be displayed on a pop-up. The user has the choice to either close or reply to this.

= Advance Explanation

Author: Garrett Dressler

Time: Feb 19, 2015722 am

Scope: Internal Only

Link: Small Project Monitoring #1 - 4154 (PA} / Abercrombie

[ Your MNotification Letter has been uploaded. ]
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OPENING A LETTER/DOCUMENT

Once the window has been closed, scroll to the bottom of the page to fetch the uploaded document,
in this case it would be a Small Project Monitoring Notification Letter. Simply click the blue
hyperlink to download the document.

Byt Current Step: 3} 15t Monitoring Letter
Deseription: 1st Monitoring Letter processing
[] Motes - ) ) o
Recipients: (PA) Small Projects Lead ((PA) Small Project Monitoring),
Barb Sturdevant-Bossert

) (| Documents
Last Advanced: Oct 22, 2015 at 3:50 PM by Barb

Sturdevant-Bossert

& Workflow
Submission: Oct 20, 2015 &t 1:41 PM by Todd Joersz
(3 History
Notes & Comments Add Note Uploaded Documents Add Document

— DR-1981 City of Kenmare Notification - 2015-10-22
(Correspondence)

Be the firstto add one

No Issues Add |zsue

If the document is not shown as above, click the “Documents” tab on the left to bring a list of all the
uploaded documents for the current page. To view/open a document from the “Documents” page,
simply click the document you want and select “View.” This action will download the document.

= Document Details

File Name: DR-1%81 City of Kenmare Motific ation - 2015-
10-22

File Size: 450 KB

Item: Small Project Monitoring #1 - 1981 (P&} /
Kenmare

Older Versions: none

{7 ((Ecit | (Dolete | (Close |
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SUBMITTING A QUARTERLY REPORT

Submitting a Quarterly Report

To submit information in order for the system to generate a quarterly report, navigate to the Home
page and under the “Next Quarterly Reports Due,” click the desired report to work on.

[=[=] & |
¥ My Home ~ grants.des ®
&« C' | [ grants.des.nd.gov/app/#home?o=grantnumber+asc&p=1&pp=50&s= <7 =g @ =

# @& # ~ I accounts ~ %, proscts ~ | $ Fmances ~ | B~ Q Welcome, Zaiden Dressler (-]

My Home

D Quick Start Guides? - [=] My Inbox Summary -
‘Welcome to the updated grants.des.nd.gov! Fer an intreduction to the system, see the help guide available in the top-right corner of the ¥ Inbox
screen. » Drafts
[# Accounts - [# NextQuarterly Reports Due -
Quick Search: 18 results - =
» 2014 Q4 Jul-Sep
¥ Grant#  Grant Name Applicant Name Proj Count Closed Date 415 Slope Electric Coop
) > (T 2014 4 Juksep
4154 SEVERE WINTER STORM  Southwest Water Authority 1 41 -gran-sou Elec
—) 2015 Q1. Oct-De:
4154 SEVERE WINTER STORM  Slope Electric Goop 4 PRty o e
2015 Q1: Oct-Dec
4154 SEVERE WINTER STORM  Mor-gran-sou Elec Coop 3 A o
4154 SEVERE WINTER STORM  Adams (County) 4

m Applicants You Represent -

To view submitted Quarterly Reports, click the “Projects” button on the Menu Bar and select
“Quarterly Reports By Project.”

:):'L-' Qd: Jul-5ep ~ gran x

# [ # ~ M accounts v %, PROJECTS + $ FmanceEs + A ~ Q

4154 SEVERE WINTER STORM (PA) » Slope Electric

2014 Q4: JurSep  ENEINEN

Routing in Progress: Submission (Step 1 of 3)
State Projects Project Listing
Quarterly Reports Project Vergion Listing

Time Extenzions Work Category Report
Project Closeouts Quarterly Reports By Project
Scope Changes Project Requests W ting

Monitoring Requests
Projects Appeals em
100% Complete

Next Project | ‘

This will list all the Quarterly Reports that have been submitted, what step it is in the Workflow as
well as other important information. Like any other list, it may be Quick Searched with a keyword or
Filtered to obtain a Query more to one’s liking.

In the list, click the specific quarterly report you wish to update.
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SUBMITTING A QUARTERLY REPORT

Once the page is loaded, click the “Form” tab on the left to start updating and entering in the
information. Directly above the form, a user may specify to show only projects that are <100%
Complete, 100% complete or use the drop down list to select which projects that require
completion. The “Previous Project” or “Next Project” buttons on either side of the drop down menu
list will navigate one up or one down the drop down list.

EealEEIES

3% 2015 QL: Oct-Dec ~ grant %
€« C  [J grants.des.nd.gov/a

L

p/#418077t=form&o=projectnumberfederal+asc&project=29941

A ~ [ accounts ~ %, prROJECTS ~ | % FNANCES ~ Q

P

4154 SEVERE WINTER STORM (PA) Siope Electric Coop

2015 Q1: Oct-Dec

Account for 4154 (PA) - Slope Electric....

Reuting in Progress: Submission (Step 1 of 3)

Submit |’: !
@ )

[ summary [[] Form
i 1 of 3 -#29 Electrical Distribution System '_
@ Projects ) : : Mext Project >
Fitter for Project: < 100% Complete 100% Complete
) 5 * Form >
F #29 Electrical Distribution System @lliew Project)
D Notes Categ F Public Utilities Last \iewed By: Zaiden Dressler { Nov 2015 )
Eligitsl ount: §76,460.34
[} Documents
Work Deadline: April 30, 2015
& Workflow
Note
(3) History

If the Estimated Completion Date is greater than the Work Deadline, a Time Extension may be required (Create Mew).
If the project scope of work has deviated from the criginal as approved by FEMA a Scope Change may be required. (Create New).
If this project is 100% complete a Project Closeout is required (Create Mew).

This Quarterty Report contains 3 Projecis. Ensure that all projects are reported on before submitting this Quarterly Report. Use the above navigation
bar to navigate to all Projects.

General

Current Percent Complete: 0%

The narramtans nf artislwar thet kot hasn samnlstad ot the and nf tha mnainn nafnd insd o % nf finds

NOTE: Basic information about the PW is displayed on this page, like Category, Eligible Amount and
the Work Deadline as its current status.

Fill out the form as completely as possible with as much description to tell the unique situation of
the project if there is one.
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SUBMITTING A QUARTERLY REPORT

EF  Submit ()
Le

General
[ summary —_—

Current Percent Complete: 0%
= . The percentage of actual work that has been completed at the end of the reparting pariod (not a % of funds
[=| Projects
5| * Form _—
EI > Total Funds Expended to Date: 5 ooo

The amount thst has been spant on the pro

[-] Notes Lest Quarter: 50.00

Anticipated Final Amount: 5 o.oo

[/ Documents

mated cost of a project st completion (which msy even exce
er 50.00

the obligated amount),

@ Workflow
Anticipated Completion Date:

The date you expect the work to be completed

(3 History

Projected Funds to be Requested for Reimbursement

Estimated Jan 1, 2015 - Mar 31, 2015: 5

Status

Work Status: Select One v
Cost Status: Select One v
Comments:
e
Plesse provide any important information regarding the progress of this project -

Once a change is made to the form, the “Save Changes” and “Discard Changes” buttons appear. Click
the “Save Changes” button to save the progress before switching to another project. When the form
is ready to be submitted, click the “Submit” button.

e alEIE

39 2015 Q1: Oct-Dec ~ grant X

€« C' [} grants.des.nd.gov/z

/#418077t=form&o=projectnumberfederal+asc&project=29941 w =

# @ A - 1M accounts ~ | %, prosecTs ~  $ mAnances ~ | B2~ Q Welcome, Zaiden Dressler (]

4154 SEVERE WINTER STORM (PA)  ©  Skope Electric Coop »  Account for 4154 (PA) - Slope Electric...

2015 Q1: Oct-Dec

Reuting in Progress: Submission (Step 1 of 3)

@ s ®

[ Summary || Form ‘
5 Projects 1 of 3 - #25 Electrical Distribution System r R — '
Fitter for Project < 100% Complete 100% Complete !
* Form > i
8 Discard Changes You've made changes to this form. To accept the changes, you must click the save button.

8 - - Electrical Distribution System (View Project)

G Documents ry F Public Utilities Last Viewed By: Zaiden Dressler ( Nov 4, 2015 )
Eligible Amount: 576,465,324

@ Workflow ‘Work Deadling: April 30, 2015
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SUBMITTING A QUARTERLY REPORT

Just as in the Submitting a Form section, a pop-up will appear asking confirmation on the
submission as well as a field to leave an optional Note. Click “Yes” to complete the submission.

=@ %
/ ‘,‘)2014 Q4: Jul-5ep ~ grants. X '._\
€« C' | [} grants.des.nd.gov/app/#41113%7t=form&o=projectnumberfederal + asc&project=2994 1&p=18&pp=508s= it =

@ Are you sure?

Are you sure you want to Advance this tem?

Leave a Mote:
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ACCOUNTS

Accounts

An Account is the account with an Applicant in a specific Disaster. The Applicant may have a Public
Assistance (PA) or Hazard Mitigation (HM) Account for each Disaster. Both Applicant and Account
pages have a red heading.

In the Account page, one may submit a Request for: Assistance (RFA), Account Closeout, Withdraw
of Assistance, an Appeal or Small Project Monitoring.

Finding an Account

An account can be found in multiple ways.

1. Onthe Home page, the main list is a list of Accounts assigned to the specific user logged in.
By clicking on the line item desired, it will navigate the user to that Account page.

[=[@&] s |
#» My Home ~ grants.des, x
- C' | [ grants.des.nd.gov/app/#home?o=grantnumber+asc v B =

# @& # ~ I accounts ~ %, proscts ~ | $ Fmances ~ | B~ Q Welcome, Zaiden Dressler (-]

My Home

[] Quick Start Guides? - =1 My Inbox Summary -
‘Welcome to the updated grants.des.nd.gov! For an introduction to the system, see the help guide available in the top-right corer of the » Inbox
screen. s Drafts
Accounts [ NextQuarterly Reports Due -
Quick Search: 18 results ™ =
i 2014 Q4 JukSep
T Grant#  Grant Name Applicant Name Proj Count Clo Date & = Electric Coop
ST 2014 Q4: Jul-Sep
4154 SEVEREWINTER JlIORM  Southwest Water Authority 1 4154 (PA -gran-sou Elec Coop
; 2015 Q1" Oct-Dee
4154 SEVERE WINTER STORM  Slope Electric Goop 4 e e e ey
2015 Q1: Oct-Dec
4154 SEVERE WINTER STORM  Mor-gran-sou Elec Coop 3 A o
4154 SEVERE WIMTER STORM Adams (County) 4 m Applicants You Represent -
4154 SEVERE WINTER STORM  Haynes 1 )
» Abercrombie
4154 SEVERE WINTER STORM  Hettinger 2 = )
Adams
4154 SEVERE WINTER STORM  Hettinger Park District 1 = New Reguest for A .
4154 SEVEREWINTER STORM Hettinger Public Schools 2 » Adams (County )
o4 SEVERE WINTER STORM  Reeder 1 | Apply for Gra
» Agassiz Water Users Inc

0 Using the Quick Search feature, one may quickly search any of the active
Accounts for a specific Account. Also, the Filter button to the right will filter
the results (see Account/ Project/Finance Query section).
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ACCOUNTS

2. Onthe Home page:
a. Click the “Accounts” button on the Menu Bar and enter in the Applicant in the Quick

Search feature. Specifying the name of an Applicant and clicking it will take the user
to the Applicant page.

o e

i Accounts -~

%, PROJECTS ~

o7
)
(]
m

% FMNANCES ~

A~

Welkcome, Zaiden Dressler ¢ (-]

My Home

Adame (County) (Adams)
Adame (Walsh) Vh
[ Quick Start Guid

Adams (County)

Create New Reguest

A~ Q

- [=] My Inbox Summary -
‘Welcome to the updatd Requests for Assistance Grant Listing in the top-right corner of the > Inbox
screen. Funding Agreements Applicant Listing s Drafts
Withdraw Requests Account Listing
Appeals Account Contact Listing
[ Accounts o (E Mesting Lizfing M [ NextQuarterly Reports Due -
. . Izsue Listing .-
Quick Search: 18 results ? @ =, g 2014 Q4. JulSep
0 To find a list of the Accounts associated with the applicant, navigate to that
Applicant page and click the Accounts tab and select the Account desired.
This will navigate one to that desired Account.
= |B=| X
;) Ad x
4= C' | [J grants.des.nd.gov/app/#24847t=accounts&o=grantname-+asc <7 =g @
# # ~ [ Accounts ~ %, PROJECTS ~ $ FINANCES ~

-
& summary [{ Accounts ‘
mmmm) 7 Accounts y || Queksearcn e - Y B B
» Accounts Program Grant # * Grant Name Proj Count Closed Date
PA 4154

9

Projects
i Payments

@ Quarterly Reports

IE]

Contacts

Notes

Page 42

SEVERE WINTER STORM

4

North Dakota Department of Emergency Services



ACCOUNTS

b. Click the “Accounts” button on the Menu Bar and select Account Listing. This will list

all of the accessible Accounts for the user. Depending on the Applicant there may be

a large listing - if this is the case it may be beneficial to use the Quick Search or Filter

options to narrow down the list.

%, PROJECTS ~

% FMNANCES ~

C' | [i grants.des.nd.gov/app/#account/accountlist?o=grantname+asc%2Capplicantname+asc

s- Q

o7
)
(]
m

Welkcome, Zaiden Dressler ¢ (-]

*®
&
# @& # ~ 1 Accounts ~
Accounts
~ | Save as Menu Preset
Quick Search

Program Grant # » Grant Name

PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...
P& 4154 SEVERE WINTER 5.
P& 4154 SEVERE WINTER 5.
PA 4154 SEVEREWINTER 5...
PA 4154 SEVEREWINTER 5.
PA 4154 SEVEREWINTER 5.
PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...
PA 4154 SEVEREWINTER S...

Applicant Name
Aberc rombie
Adams (County )
Carson

Elgin

Elgin Park Board
Flasher

Grant (County)
Haynes

Hettinger

Hettinger Park District

Hettinger Public Sch...

Mor-gran-sou Elee C...

Nd Dept Of Emergen...

New Leipzig

New Leipzig Park Di...

FIPS#

001-€8001-00

037-12480-00

037-23020-00

037-Us1MC-00

D01-UETHO-00

001-02384-00

000-U48WF-00

D00-UGSDX-00

037-56420-00

D37-UENY-00

Norton

Grant

Statewide

Grant

Grant

1Bresuts » @ =
Agency Proj Count Closed Date
N 2
N 4
N 1
N 3
N 2
N 2
N 1
N 1
N 2
N 1
N 2
N 3
¥ 1
N 3
N 1
-

0 Select the desired Account and one will be navigated to that page.

3. Navigate directly to a specific Account by typing part/all of the Applicant’s name followed by

“in [Disaster#]” in the Account field within the Menu Bar and click the corresponding result.

:) My Home ~ grants.des.nc X

€« C' [ grants.des.nd.gov/a
# & # -~ (I accounts ~

My Home

#home?o=grantname

%, PROJECTS

W

$ FANANCES ~

Q Adain 4154

A~ Q

G | | = |E] 3

T @@ =

Welcome, Zaiden Dressler i (-]

[=] My Inbox Summary
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ACCOUNTS

4. When in a project, one can navigate to an Account via the breadcrumb, by either:
a. Hovering the mouse over the Applicant breadcrumb, select “Accounts” and click the
Account in the list one would like (listed are all the accounts for the Applicant).

)>3==:-,=,--;=";:e x

€« C' [} grants.des.nd.gov/app/#398557 7 3 B

I # ~ 1 Accounts + =N, PROJECTS ~ $ Fmances ~ A ~ Q

4154 SEVERE WINTER — Adams (County) > Account for 4154 (PA) - Adams (Cou... Project #3 - Gravel Roadvay Repair...
. LA, M Summary g
Project=2: = e H1
Reuting Complete Fr=s
Payments

Quarterly Reports

Contacts

Notes

E‘ Summary Documents
— History Details - &% Grant o

b. Click the Account breadcrumb if it is the Account (Applicant and Grant) desired. This
will navigate the user directly to that Account page.

)>3==:-,=,--;=";:e x

€« C' [} grants.des.nd.gov/app/#398557 7 3 B

# # ~ M accounts ~ %, PROJECTS ~ &% FmNances ~ A ~ | Q

4154 SEVERE WINTER STORM (PA}  ©  Ac Account for 4154 (PA) - Adams {Cou... Project #3 - Gravel Roadvay Repair...

Project #3: Payable #1 —
Routing Complete Payments

Contacts

Notes

Documents

History

When on the desired Account page, to submit a request click the “Create New Request” button and
select which request is desired.

€' [ grants.des.nd.gov/app/ #2487 ~ Q@
# @ # - 1 accounts ~ | X, prosECTS ~ % FmaNcEs ~ @~ Q

4154 SEVERE WINTER STORM (PA)} Adams (County)

Account for 4154 (PA) - Adams (County)

Active

Create New Reguest

[ =]
[ summary
- > ["] Account Details - &% Grant -
5 o
agu| Projects 4154 SEVERE WINTER STORM
Project Count: 4 Projects Public Assistance
Declared: October 31, 2013
Payments o 3 overdue (view) Emergency Deadiine: April 30, 2014

Permanent Deadline: April 30, 2015
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PROJECTS

Projects

A Project page is a page designated for a specific Project Worksheet (PW) and has a heading colored
as blue. One would find all data pertinent to the specific PW on this page as well as action items and
at the bottom of the page is uploaded PDF’s of the official FEMA Emergency Management Mission
Integrated Environment (EMMIE) copy of the PW along with all of its attachments.

On the Project page, one may submit a: Reimbursement Request, Advance Request, Project
Closeout, Time Extension, Scope Change or Project Appeal.

Finding a Project

A Project page can be found in multiple ways. The first way is the most efficient way to find a
specific PW Project page.

1. On the Home page, click the “Projects” button on the Menu Bar and click in the Quick Search
field. Type the following format: [PW#] in [Grant#], and then click the Search Result.
0 Example: 3 in 4154 (this finds the project page for PW 3 in DR-4154).

>> ty Home ~ grants.des x

% PROJECTS + $ Fmances ~ B -~  Q

4154-PA-3 for Adams (County)

D Quick Start Guides? - [=] My Inbox Summary
- -

0 Entering in “3” will return every PW named 3 across PA, HM and all disasters.

2. Navigate to the Account (see Accounts section), click the Projects tab and then the specific
project. One may have to narrow the results of the list with either the Quick Search or Filter.

4154 SEVERE WINTER STORM (PA} Adams. (Gounty)

Account for 4154 (PA) - Adams (County)

Active

~ | Creste New Reguest |_I - \_I
W .
[ Summary ou Projects ‘
— %l Projects 3 Quick Search: dresuts  « =
» Project » Fed# Title Type Size Eligible Amt F% Expended %  F Paid S Paid Status

Gravel Roadway c s 52365044 75% 100% 100% Open

10 Debris Removal A s $1,150.00 75% 100% 100% Open

12 Emergency Prote. B s 5423504 75% 100% 100% Open
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PROJECTS

3. Open the entire Project Listing the user has access to (across all disasters) by clicking the
“Projects” button on the Menu Bar and select “Project Listing” under Listings & Reports.

[=]=] % |

C' | [ grants.des.nd.gov/app/#home?o=grantnumber+asc&p=1&pp=50&s= e d® =

-

%, PROJECTS ~ % Fmances ~ | B -~ Q Welcome, Zaiden Dressler -]

State Projects Project Listing
Quarterly Reports Project ‘-.-'er!u1 Listing

[C] Quick Start Guides? Time Extensions Work Category Report - ] My Inbox Summary o
Project Closeouts Quarterly Reports By Project

Welcome to the updated grants des.nd.gov! For [EESHER L Project Requests Listing » Inbox
SCreen. Monitoring Requests » Drafts

Appesls

0 Next, use the Quick Search or Filter functionality to narrow the results and then click
the desired Project to navigate to that page.

[=[@] = |
:)3 ojects ~ grants.des.nc x

<« C' | [} grants.des.nd.gov/app/#project/projectlist?o=grantnumber+asc&p=18&pp="508s= wa® =

# & # -~ i accoumrs ~ X, proscts ~ | $ Fmances v | B~ Wekome, Zaiden Dressler v [}

Projects

Save as Menu Preset

Quick Search —? =
Reset Cancel
Grant / Applicant Project General Custom
Program Type On Hold Has Closeout Request
Grant Sizce Deleted Alternate Proc edures
County Obligated
-~  Show More Filters -~  Show More Filters
v Grant#  Applicant Name Fed # Title Type Size Eligible Amt F % Expended % F Paid S Paid Status
4154 MNd Dept Of Emergenc... 28 324 Management Costs rd s 100% nia 0% nia Cpen
4154 Carson 5 “Vegetative Debris Re... A s 57,746.08 5% n'a 100% 100% Cpen
4154 Adams (County) 27 Donated Resources B 5 545464 5% 0% 0% Cpen
4154 Adams (County) 10 Diebris Removal A 5 5% n'a 100% 100% Cpen
4154 Adams (County ) 12 Emergency Protective ... B s 54,236.04 75% nia 100% 100% Cpen
4154 Adams (County ) 3 Gravel Roadway Repair c s £23,650.44 T5% n'a 100% 100% Cpen

0 This is the longest route to get to a specific Project page, but is a nice way to get a
custom Project query to one’s liking.
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PROJECTS

When on the desired Project page, to submit a request click the “Create New Request” button and
select which request is desired.

b> 3 ®

- = [1 grants.des.nd.gov/app/#6910

o e

4154 SEVERE WINTER STORM (PA)

i Accouwnts -

%, PROJECTS ~

% FMNANCES ~

A~

Adams. (County)

Account for 4154 (PA) - Adams {County)

o

Project #3 - Gravel Roadway Repair (S, Cat C)

Obligated on Dec 17, 2013

Create New Request

= summary ¥
= [[] Project Details - &% Grant -
[Z) Funding 4154 SEVERE WINTER STORM
Number: F#3 . -
Public Assistance
Titl G | Road R . Declared: October 31, 2013
ﬁ Expenses itle: ravelRoadway Repalr Emergency Deadline: April
Permanent Deadline: April 30,
Type: C - Roads and Bridges
Payments
Reference Number: ADDD3 i
@ Applicant =
[31] Progress Monitoring Eligible Obligated: 23,650.44 (5)
Adams (County)
- Federal Obligated: 517,744 58 (75.00%) Expand Adams County
%y Contacts FIPS#: 00
State Obligated: $2,365.94 (10.00%) Expand “fendor # 488
Overpaid Type: County
Notes o Physical/Mailing: PO Box 589
ettinger. ND. 58535-0589
Work Deadline: Hettinger, ND, 58635-0525
[] Documents @ Duein 103 days
— . In Process Requests: Scope of Work Change (1) Expand
(») History

On the bottom of the Project page is where one may download the official EMMIE PW and its
attachments, as well as to upload specific documentation/comments and see any issues.

Notes & Comments Add Note Uploaded Documents Add Document

I © DR-4154 Adams Co PW 30

DR-4154 Adams Co PW 3(D) - Attachment

No Issues

EMGrantsrr
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Finances

The Finances section is where one may find Payment-related requests and forms, as well as listings

and reports. Finances has a green heading.

To get to an Account’s Payments, first navigate to the specific Account, then click the Payments tab.

This will give the choice to view the Account’s: Payables, Receivables, Payments by Transaction,
Ready to Pay, Requests for Advance (RFA’s), Requests for Reimbursement (RFR’s) or Expenses.

GamEi | | — | @

;’—:::_.':": 4154 (PA) - x
= | [1 grants.des.nd.gov/app/#24877t=payables&o=itemsequence+asc&p=1&pp=50&s=

#ft & 2~

&

o}

v ad ®

M Accounts ~ %, PROJECTS ~ S FINANCES ~

-
Account for 4154 (PA) - Adams (County)

Active

Create New Request

E‘ Summary Payables ‘
%l Projects Quick Search: resuts W & 5
w Pay# Proj# Fed Amt F Trans State Amt Approved Workflow Step Days
— fZ Payments
> 1 3 51774458 Sep 26, 2014 5) Paid 115 \
» Payables
2 12 Sep 26, 2014 5) Paid 113
3 10 $862.50 $115.00 Sep 26, 2014 5) Paid 113

Select the desired route and click the item on the list to navigate to the page associated with that
specific Finance item. From there, one can see the details, manage it, see transactions, upload
documents and make notes/comments.

4154 SEVERE WINTER STORM (PA) Adams (County) Account for 4154 (PA) - Adams (Cou.. Project #3 - Gravel Roadvay Repair...

Project#3: Payable #1

Routing Complete

E

o
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Summary

 Transactions

Advanced Edit

Notes

Documents

Workflow

History

[ Details

Federal Funds:

State Funds:

Project Count:

["] Workflow Summary

et S

517,744.58
“oucher # nia (Jan 14, 2014)
Transaction # nia

“foucher # na
Transaction # nia

1 Project

£ Pt

&% Grant

4154 SEVERE WINTER STORM
Public Assistance

Declared: October 31, 2013
Emergency Deadline: April 30, 2014
Permanent Deadline: April 30, 2015

[ Applicant

Adams (County)

Adams County

FIPS #: D01-95001-00
“endor #: 488

Type: County

Physic al'Mailing: PO Box 589
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CREATING A REIMBURSEMENT REQUEST

Creating a Reimbursement Request

This form requests funding from the State on a given project. Please attach copies of invoices,
receipts, checks or payroll documents to support the requested amount for reimbursement.

1. Once on the Project Screen you wish to make the reimbursement request, click on the “Create
New Request” button located on the Actions Bar, then click on the “New Reimbursement
Request” link which will open a new draft request.

Gwai | | o> | @ 38 |

';) Project #1748 - Permanen X

&« € | [ grants.des.nd.gov/app/#34060 w . =

© Create a New Request

Select the request you would like to create by clicking on the name of the request below.
Note: For a list of Applic ant or Account-based reguests, first navigate to the Applicant or Account screen.

New Reimbursement Request

New Advance Request

This form requests funding from the State on a given project. This form requests funding from the State on a given project
Please attach copies of invoices, receipts, checks or payrol without having any actual documentation of expenses

documents to support the requested amount for reimbursement.

New Time Extension New Scope Change

This form notifies the State that the physical work on a project This form netifies the State of a reguest for a Scope of Work
will not be completed by the work completion deadiine. Typically Change should it be advantageous to make additional

this request for an extension should be made at least 20 days improvements to or necessary to change the scope of work on

pricr to an upcoming deadiine

a project while restoring its pre-disaster design

New Project Appeal

This form notifies the State of a desire to Appeal a Federal
Determination regarding account or project eligibility.

2. A Reimbursement Request can have multiple expenses linked to it, which can be done by either
by clicking on the “Create New Expense” button to create a new expense, or by linking an
existing unlinked expense by clicking on Link Unlinked Expense

# @ A ~ I accounrs ~ %, prosects ~ | $ Fmances ~ | B~ Q Welcome, Zaiden Dressler s -]

1081 FLOODING {PA) Ransom (County) Account for 1981 (PA) - Ransom (Co... Project #1740 - Permanent Grade Ra...

Create New Reimbursement Request

{\!3 Cancel

) Expenses b3 J Expenses

@ To create a new RFR, you must associate an expense.

— Create new Expense
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CREATING A REIMBURSEMENT REQUEST

If linking unlinked expenses, click on the Link Existing button, then select at least one, or multiple
by holding the Ctrl button. Once all expenses to be linked has been selected, click on the Link button.
NOTE: The Link Existing button will only show if at least one unlinked expense is available on the
Project for which the Reimbursement Request is being created.

3. Fill out the form by selecting a Type of expense from the drop down menu and a list of fields will
appear. Fill out all fields pertaining to this type of expense (red fields are required fields) and
click the “Create” button on the Action bar.

oot | [ = [E] 3|
;’ Create New Expense ~ grz X

€« C' | [4 grants.des.nd.gov/app/#07type=Expensedparent=340608&CreateRFR=1&isSpecialAdvance=0 w A ® =

# & # ~ M accounts ~ | %, prosecTs ~  $ FmaNces ~ | B ~ Q

1081 FLOCDING (PA) Ransom (County) Account for 1881 (PA) - Ransom (Co... Project #1740 - Permanent Grade Ra...

Create New Expense

[g Create {3 canel

* Form » [l Form

3 e ) | se=cton v
Amount Requested: s|:|

Project Eligible Obligated $15.246 68, Federsl Obligated $13.722 01, Expended $0.00

Comments:

4. After the expense has been created, upload all supporting documents pertaining to this expense.
To upload, scroll to the bottom and click the “Add Documents” button. Select the document type
with the dropdown menu and give your document a name, with the following convention:

DR-#### Applicant PW # (Description) - yyyy-m-d

Example: DR-1981 Ransom Co PW 1749 Invoice 123456-7A - 2015-8-19
i
Notes & Comments Add hot= No Uploaded Documents Add Document
No Issues

NOTE: See page 1 for full list of naming standards.
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CREATING A REIMBURSEMENT REQUEST

5. To save the draft without submitting it, click on the Save button. Saved drafts can be accessed via
the Home Page's "My Inbox Summary" section, or via you inbox by clicking on "My Inbox" on the
Main Menu Bar.

6. Click the “Back to Reimbursement Request” button to go back to the Reimbursement Request
page.

¥ Expense #1 ~ grants.des.n %
& C' | [} grants.des.nd.gov/app/#438317t=form w0 B =

A & # ~ 1 accounts ~ %, prosecTs ~ % FmaNcEs ~ | B -~ | Q

1981 FLOODING {PA) Ransem (County) Account for 1081 (PA) - Ransom Project #1748 - Permanent Grad Reimbursement Request

Project#1749: Expense #1

.@ Batk to Reimbursement Request Q Save @ Unlink Expense | Mew Expense | Copy Expense |'/:.\'|

N
@
Form /D Form ‘
[-] Notes
Type: Contract v
[/ Documents

iendor: Sundre Sand and Gravel (edit)

(3 History Invoice Mumber: 1-23456-7
Effective Date: Apr 1, 2012 to| Jul 31, 2012
Invoic e Paid Date: Feb 18, 2015

Please attach proof of payment.

Amount Reguested: 5 20,507.37

Type Description: Grade Raise

wts_ Pit Run, ASC and Rip Rap /
A

One will need to create a new expense for each expense type the applicant has for the project,
relating to this reimbursement request.
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CREATING A REIMBURSEMENT REQUEST

7. When all expenses have been entered, click the “Submit” button and then “Yes” on the popup to
submit the Reimbursement Request to NDDES.

[ Gomei [[= [E] 3
3 Reimbursement Request - X
€« C' | [ grants.des.nd.gov/app/#438307t=form&uo=sequence+asc v *d = |

| @ Are yousure?

Page 52 North Dakota Department of Emergency Services



OPENING A PAYMENT

Opening a Payment

When a payment email notification is received, applicants will be able to access and review their
payment and associated documents using the payment link located within their notification email.
Below is an example of this notification:

Dear Testee McGee,

Applicant Name: Slope Electric Coop
Disaster #: 1901

This 1s a confirmation that a payment is being processed for the following project(s): PW #20

Please reference the following link to review your payment and obtain a copy of the payment invoice:

http//grants.des.nd.gov/app/#92050 4 | 1ink to Payment

Payment Timeline
- All payments will be direct deposited, or live check mailed, within ten (10) business days of this email. A copy of the
ACH or live check will be available once the payment has been completed.*

Please contact your Public Assistance (PA) Account Technician with any questions:

Name: Nadine Jundt
Phone: 701.328.8167

Email: najundt@nd.gov
--—-North Dakota Department of Emergency Services

PA Program

To register for access, or obtain forgotten login information, please reference the Public Assistance (PA) User Guide
located at the following link: https:/grants.des.nd.gov/site/PA .cfm

This e-mail was generated by the grants.des.nd.gov system. Please do not reply to this e-mail.
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OPENING A PAYMENT

After the payment is processed, the invoice, ACH and supporting documentation will be available in
the payment’s document section. This is accessible by clicking the payment link in the email

notification, scrolling to the bottom of the page and clicking each document needing to be
downloaded for review.

# A ~ [ accounts ~ %, prosects ~ $ FAnances ~ | B~ Q Welcome, Garrett Dressler + (CED © [

o] T Federal ST2E56. 8T (75%)
Un-Expended Eligible: 50.00

3, History

Notes & Comments Document Templates

m—) : 1v0ce

Uploaded Documents

ACH-Check - 2018-4-10 (A
DR-4323 Pembina Co. PV 140(0) P2 - 2018-3-28

No Issues Add [ssuss
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ENVIRONMENTAL AGENCY CONTACT

INFORMATION

Environmental Agency Contact Information

NRCS

Wade D.Bott

USDA/NRCS

220 Rosser Ave

PO Box 1458

Bismarck, ND 58502-1458

SHPO

Lisa Steckler

ND State Historic Preservation Office
612 E Boulevard Ave

Bismarck, ND 58505-0830

NDDOH

L. David Glatt

Environmental Health Section
ND Department of Health

PO Box 55220

Bismarck, ND 58506-5520

ND SWC

Linda Weispfenning

ND State Water Commission
900 E Boulevard Ave
Bismarck, ND 58505-0850

US Fish & Wildlife

Kevin Shelley

US Fish & Wildlife

3425 Miriam Ave
Bismarck, ND 58501-2096

ND Game & Fish

Greg Link

ND Game & Fish

100 N Bismarck Expressway
Bismarck, ND 58501

NDDOT

Robert A. Fode, PE.

Office of Project Development

ND Department of Transportation
608 E Boulevard Ave

Bismarck, ND 58505-0700

USACE

Daniel Cimarosti

US Army Corps of Engineers
1513 S 12th Street
Bismarck, ND 58501
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Resources

Online FEMA PA Guide http://www.fema.gov/public-assistance-policy-and-
guidance/public-assistance-guide

Online FEMA Eqpt. Rates http://www.fema.gov/schedule-equipment-rates

2011 FEMA Cost Codes http://www.nh.gov/safety/divisions/hsem/documents/cost-
codes.pdf

ND DOT Cost Codes http://www.dot.nd.gov/pacer/AABP2013E.pdf

ACME Mapper http://mapperacme.com/

ND Travel Info Map http://www.dot.nd.gov/travel-info-v2/

ND DES Website http://www.nd.gov/des

New Jersey Online Guides http://njemgrants.org/site/UserGuidePA.cfm

Florida Online Guidelines http://floridapa.org/site/guidelines.cfm

Louisiana Training Videos* http://louisianapa.com/site/Training%20Videos.cfm

*Warning: large file sizes
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